August 25, 2000

Chapter 2
Updating Pay, Benefits, and Entitlements Data

Chapter Overview

I ntroduction This chapter shows you how to manage PB& E data.
Y ou must use the RPA to update benefits that require the production of a
NPA, such as:
Federal Group Life Insurance (FEGLI).
Retirement plan information (CSRS, FERS).
TSP.
Y ou can update PB& E data through the People Window —
<Assignment> for benefits that do not require an RPA, such as.
Health Insurance.
Government Awards.

Chapter Contents

Topic
Processing a Change in FEGLI (Using the RPA)
Accessing the RPA
Completing the FEGL | Change
Processing a Living Benefits Election
Accessing the RPA
Completing the Living Benefits Election
Initiating or Updating a PB& E Element (Without an RPA)
Initiating a New Element
Updating an Element
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See Also Module 1, Fundamentals of the Modern DCPDS
" Chapter 4, Dated Information and DateT racking
Chapter 5, Updating and Viewing the Employee Record
Module 3, Processing Requests for Personnel Actions Using the Modern
DCPDS
Chapter 1, Processing a Request for Personnel Action

Continued on next page
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Chapter Overview, Continued

Who Does [ t?

Before You
Begin

Y ou must be in the role of Personndlist.

PB&E isinitialized upon an appointment action. Some elements, such as
life insurance and TSP have a waiting period before the elements can be
updated or an initial entry made.
To enter an element for an employee:
If necessary, change the effective date to the correct date for making
the element entry by DateTracking.
If the pay period is closed at the effective date, you cannot make any
non-recurring entries of elements that processin payroll runs.
Use the Element Entries Window to make and review manual entriesto
input values for individual employees.
If the element you need to add or change is not found in the Elements
Entries Window, you can select it from the Elements LOV.
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Processing a Change in FEGLI (Using the RPA)

August 25, 2000

Purpose This procedure guides you through the steps for updating the PB&E areain
an employee’ s record using the RPA. The exampleisfor a Change in FEGLI.

Accessing the RPA

Step

Action

1

On the Navigation List — Request for Personnel Action —

Change Actions — Changein FEGLI — <Open>.

9 Privacy Act of 1974

Action  Edit EHuenn  Ee  Eaolder

Request for Personnel Action:Chang

Changes Life Insurance Coverage

- Request for Personnel Action -
Appointment
Award f One-Time Payment
CancellationfCorrection
Pers Act Reconstruction-911
DOD Correction Process
+ CAOQfTransfer
- Change Actions
Change in Data Element
Change in ART Status
Change in Duty Station
Change in Hours
Change in Retirement Plan
Change in SCD
Change in Tenure
Change in VYeterans Preferen—
Change in Work Schedule
Mame Change
Change Position Sensitivity
Change Position Number
Change Position Title
Details
Conversion to Appointment
+ Conversion to Demo Project
Extension of NTE
Federal Position Change
Living Benefits
MNon Pay / Non Duty Status
Other Pay
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Processing a Change in FEGLI (Using the RPA), continued

Accessing the RPA (continued)

Step

Action

2

The RPA displays with the Changein FEGLI populated in PART
A — Requesting Office. The Action Requested, Nature of Action
Code, and Legal Authority populated with the NOA Code and clear
text. Complete the following data fields:

Action Edit Query Go Folder Special Help  Window

$lz|=lv] ae

EX Request for Personnel Action [Change - Change in FEGLI, Routing Group:CIVDODHR)

.f.%| | Change Familyl < Prev| page 1 of 4
PART A - Requesting Office
1 Actions Reguested 2 Reguest Mumber
|Change _Change in FEGLI
A Far Additional Infarmation Call (Full kamah Tealanhana Kumkhar 4 Pran Fft Mate ARAR
Data Field Action
Part A — Requesting Office Click the LOV or typein the
information.
Part B — Last Name Click the LOV or typein the

information. The full name,
SSN, and DOB populate.

Part B — Effective Date Click the LOV or typein the
date using the format of DD-
MMM-YYYY.

Continued on next page
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Processing a Change in FEGLI (Using the RPA), continued

Completing the FEGL | Change

Step

Action

1

Click <Next> at thetop of the RPA | S Fege f of4 to
advance to page 3. No information is needed on page 2.

With your cursor inthe FEGLI datafield, click the LOV and
select theinformation needed. Click <OK>.

— EMFLOYEE DATA

23 Weterans Preference 24 Tenure 26 “eterans Preference for RIF
27 FEGLI 28 Annuitant Indicatar 29 Pay Rate Determinant

IEE iBasic + Option B (3} i I |
30 Retirernent Plan 31 Service Comp. Date (Leave)

Click <Next> to advanceto Page 4. With your cursor in Part F,
Remarks, click the LOV. Select the appropriate remark and click
<OK>. Repeat the procedure if more remarks are needed.

— paRlrF- Code Descrintion
hde | BB SF 2819 was provided. Life insurance coverage is extended for 31 days during whichyou BI’E'T.‘.J
4 v B51 Basic Life insurance coverage and Addiional Optional coverage (if electad) are based on th
=5 Elected Full Living Benefits on Post-slection Basic Insurance Amount is $00.00. Mot e
(=15t Elected Fartial Living Benefits on . Postelection BasicInsurance Amount is . No
224 AFPC/Cost Code

= < Iuli
Histo Find I Cancel | [

Click Save and route the request as required by Component
businessrules.
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Processing a Living Benefits Election

Pur pose This procedure illustrates how to process full or partial Living Benefits
Election by an employee.
Accessing the RPA
Step Action
1 | Onthe Navigation List — Request for Personnel Action — Living

Benefits — <Open>.

- Navigator - CIYDOD PERSONNE... !EI

Request for Personnel Action:Living Bem
Elected Living Benefits

- Request for Personnel Action =
Appointment

Award / One-Time Payment
Cancellation/Correction

Change Actions

Details

+

to Apg
Extension of NTE

Living Benefits
Hon Pay / Non Duty Status
Other Pay hd

#]=] At Com ]

The RPA displayswith the Living Benefits populated in PART A —
Requesting Office. Complete the other data fields as required.

Action Edit Query Go Folder Special Help  'window

Hlzldv| 2Rl S1EXS el bl

E Request for Personnel Action [Living Benefits. Routing Group:INTEGRATION])

é| | Change Family

PART A - Requesting Office

9 [=] 3
< Prev| Page 1 of 4

1 Actions Reguested 2 Reguest Mumber
|Living Benefits
3 For Additional Information Call (Full Name) Telephone Mumber 4 Prop. Eff. Date ASAP
rC

Continued on next page
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Processing a Living Benefits Election, Continued

Completing the Living Benefits Election

Step Action

1 | Withyour cursor inthe blank data fieldsof Part A - Requesting
Office Region, click the LOV and make appropriate selections.
Click <OK>. Or typein theinformation.

2 | Withyour cursor in Part B — For Preparation of SF-50 Region,
retrieve the employee’ sinformation by typing in either the last name
or social security number to automatically populate the data fields.

Y ou can also usethe LOV on the Toolbar.

3 | Inthe Effective Date datafield, enter an effective date for the Living
Benefits election.

Typein adate usng theformat: DD-MMM-YYYY.

Or

Click the LOV to display the calendar to select and enter
adate.

4 | Click inthe5-A Codedatafield and click the LOV. The First
Natur e of Actions Flexfield displayswith Living Benefits Nature
of Action codeslisted. Select acodeand click <OK>.

1 Last Mame First Name Middle Name

First Mature of Actions
2 Social Security Mumber Date

Fin 90%
— FIRST ACTION Code Mature of Action
5-ACode  5-B MNature of Action 5 Elected Full Living Benefits
806 Elected Partial Living Benefits
5-CCode  5-D Legal Authority
5-ECode  5-FLegal Authority | <] | |

Find oK I Cancel |

The corresponding Nature of Action and Legal Authority data fields
display in the appropriate data fields.

Continued on next page
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Processing a Living Benefits Election, Continued

Completing the Living Benefits Election (continued)

Step Action

> | Click <Next> onthe RPA | Shre¥| Page 1 of4 to access RPA —
Page 4.

6 |InPart F— Remarksfor SF-50 Region, click the Code datafield,
then click the LOV to digplay alist of FEGLI related remarks. Click
the appropriate remark and click <OK>.

Fincl %

— PAl | [Code Descrintion
46 SF 2819 was prowided. Life insurance coverage is extended for 31 days during swhichyou ﬁra_J

B51 Basic Life insurance coverage and Additional Opt I

Elacted Full Living Benefits on

‘ BB Elected Fartial Living Benems on___ .
24 APC/CostCode __
2z
= | i
1 Histo Find | Cancel i
To add additional remarks, click the next Code data field and repeat
the procedure.

7 | Enter required remarksin the Remarks for SF-50 datafield (RPA -
Page 4, Part F). Click the LOV to display alist of applicable
remarks.

8 | Insert any datarequired to complete a remark (indicated by a blank,
underlined space).

71 Note: Do not include a period at the end of the inserted data, the
i system popul ates the data with a period. 1f you do include the
period, it will result in two periods on the NPA when it is printed.

9 | Toadd additional remarks, click the next Code data field and repeat
the procedure. If there are more than four remarks, click the last
Code data field and click the down arrow on your keyboard to insert
additional remarks.

10 | Click Save and route the request as required by Component business
rules.

71
£ Note: Thereisno changetothe FEGLI datafield (RPA — Page 3).
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Initiating or Updating a PB&E Element (Without an RPA)

Purpose This procedure illustrates how to initiate a new data element (for example,
Living Quarters Allowance), or update an element when a NPA is not
required.

Initiating a New
Element

Step Action
1 | Fromthe Navigation List — People — Enter and Maintain —
<Open>.

2 | TheFind Person Window displays. Query for the employee by
either their name or social security number.

3 | ThePeople Window displays. If the effective date of the data

changeis not the current date, click Alter Effective Date on
the Toolbar and alter the effective date.

4 | Click <Assignment>. The Assignment Window displays.
5 | Click <Entries>. The Element Entries Window displays.

6 | If no data displaysin the Element Name data fields (e.g., for a
future dated action), then:

Click the first Element Name data field.
Click Query — Run onthe Main Menu Bar.
If data digplaysin the Element Name data fields, go to step 7.

Continued on next page
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Initiating or Updating a PB&E Element (Without an RPA),

Continued

Initiating a New Element (continued)

Step

Action

§0 Privacy Act of 1974 - [Element Entries (Havel. Frank J]]

iz Action Edt Queny Go Eoider Special Help window

=|E®

Click thefirst blank Element Name data field.

| @] &=

?

Processing Types——

Entry Yalues I

Assignment |

down until a blank field displays.

Period |1 31999 Bi-Week (06-JUN-1998 - 1! [ Recurring
Classification | © Manrecuring additional
@ Bath Frocessed
Pracessing — Effective Dates————
__Element Nams Type Costing Reason [1 From To
= [[Health Benefits Recurring r C |01-MAR-1999
TSP Recurring I |01-MAR-19899
‘Adjusted Basic Pay Recurring /| |01-MAR-1993
Basic Salary Rate Recurring r C |01-MAR-1999
FEGLI Recurring T [ |25-APR-1888
Locality Pay Recurring [ [01-MAR-1933
Retirement Plan Recurring . |01-MAR-1999
‘Total Pay Recurring r C |01-MAR-1999
'Within Grade Increase Recurring [~ |01-MAR-1998
HI i [18-JUN-1999
- -

Note: If there are no blank fields, click in the last one then "arrow"

Others___

Click the LOV, sdlect the appropriate item, and click <OK>. Click
<Entry Values>.

vacy Act of 1974 - [Element Entries (Havel, Frank J]]

i3 Action Edit Ouey Go Folder Special Help Window -2 x|
Jv] Slsle] slwls =lelo] & :
Slelav| 2mlE] s1E%S] =leln] Sl=42] s6|e
Pracessing Typ
Perind [13 1999 Bi-Week (06-JUN-1938 - 1! | O Becurring
Classification | O Nonrecurring Additional
Elements [x]
. Date:
Processing
Element Name Type To
= [ [Health Benefits Recurring 9
Recuring.
TSP Recurring Horrecuring 9
7 - Mon Pay Days Recuring
[Adjusted Basic Pay Recurring | [NonPay Hours Recuring 9
- - Man Pay Hours WG Recurting
Basic Salary Rate Recurring IMorn W atch Allawance Fiecuring 9
- Mumber of Class Hours Recuring
FEGLI Recurring | [Other Pay Recurting i
- : Part Time Hours Worked Recurting
Locality Pay RecUrring oy bfferentiel Aot Recuring i
Fetirement Plan Recurring | [Fos Difterental Percent Recuring i
PPremiurn Pay Recurting
Total Pay Recurring [Recmitment Bonus Morrecuning 9
[Reimbursement Maving Expense Morvecuring
Within Grade Increase Recurring | [Relocation Bonus Moriecuring 9
Feplacement Supplemert Morrecuring
[Fepresentational Time Norvecuring B
Fetention Allowance Recuring
) [Frerentinn Allawan Rerurina s
1 »
Entry Values I Assignment | Find ok | Cancel |

Choices in list: 68
Court: <List>

PB&E: Updating PB&E Data

Continued on next page

Mod 6, Chap 2, page 10



August 25, 2000

Initiating or Updating a PB&E Element (Without an RPA),

Continued

Initiating a New Element (continued)

Step

9

The Entry Values Window for the selected element displays.
Complete the data filds and click <OK >,

8 Privacy Act of 1974 - [Entry Values [Havel, Franl
iy Action Edt Quey Go Colde §

2lz|Llv| 2iFlE

Furchase Amount
Purchase Date

Fent Amount

Utility Amount

Last Action Code
Location

Quarters Type
Shared Percent

MNo. Family Marmbers
Surnmer Recard Ind

Quarters Group

Date Earned
Payee Details

Processing Priority

10

Click Save and exit the windows.

11

If the effective date was altered, click the Alter Effective Date
button on the Toolbar and click <Reset> on the Alter Effective
Date Window to return the effective date to the current date.
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Initiating or Updating a PB&E Element (Without an RPA),

Continued

Updating an Element

Step Action
1 Follow steps 1-6 of I nitiating a New Data Element in this
chapter.
2 Click the appropriate Element Name data field (e.g., Health
Benefits).

3 Click <Entry Values>. The Entry Values Window displays.

Entry “alue

(=allllfl=liM | High Option Self Onl

Health Plan |Blue Cross and Blue

Temps Total Cost

4 Click the data field you need to change.
Click the LOV button, select the item, and click <OK >,
6 If you are changing existing data, an Option Window displays
asking you to choose Update or Correction.
Click <Update> to change the record as of the effective

date you specify. When you update a record, all previous
information is preserved and can be viewed in history.

62

Click <Correction> if the previous data was incorrect.
The new information will override the previous
information back to the date the error occurred.

(Refer to Module 1, Fundamentals of the Modern DCPDS,
Chapter 4, Dated Information and DateTrack, for more
information about updates vs. corrections.)

6 Click Save and exit the window.

The Message Line will indicate that the transaction is complete
and has been applied and saved.

7 If the effective date was altered, click the Alter Effective Date

button on the Toolbar and click <Reset> to return the effective
date to the current date.
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